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‘Minates of the Mail and Courier Task Force
Meeting of 2 April 1963 STAT

2, Handouty of & prepesed schedule of couriar russ were distributed

STAT | |to the Task Force. b was explained that it was a two-

rackage proposal - the first section of the peckage being distributed Agency-
wide and giving details on the courier runs, both tncoming and outgoing,

:aat Agency personnel would be interested in: the lacopd more detatled
nackage would be distributed only to the Deputies - further distribution of

+he second package would be at the Deputies’ discretion. The listing of all
runs inclwdes both regular and special runs. The proposals will be discussed
at a subsequent meeting after review by Task Force Members,

3. The mimites of the previous meeting, 26 March 1963, were read and

5

the following changes were made:
4. Page 2, paragraph 2d - B was decided to delete the word major

. . s
in the first sentence. Page 3, the same paragraph, it was decided to

delete the validity of the request and the,

t, Discussion arose as to p;ragraph 2e and the feasibility of
internal delivery within the Pentagon. It was decided that a sub-station
or maii delivery room for CIA would have to be located in the Peutagon.

At present the Defemse Department Ls not willing to give us that room,
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Abo,nwudmrmtnedthnaddnmnﬂpermlmldhemdedm
~un the station, The minutes were adopted with changes Indicated,

c. Wdhcndmwuhudmmmuﬂ;bmﬁb
The factors of time, special clearances, babysitting, etc. were dis-
cussed with the outcome betng that the Task Force decided that they
mﬂnndoutm-tvmmerqplremnmmforcanymscernmdm—
ments. Weremuemlumntcu]dbechmdumm

measures were taken? Would the office or customer change his special

handling requirements?

will form a subcommittee to study external service of

OCI in an attempt to eliminate any duplication.

d, mmmmwummmw

mnﬂh‘:-ﬂbh-ﬁmm Peixty raived tn

discussion iachaded: (1) Inability to combine runs beczuse of the yolume
of material and requirements for sp_achlcxpediﬂoqhnnd.mguchn
cables. (2) Advantages from a secuxity standpoist,

1 was decided that copies of the CIA Records Administration study

wmumRWmmquﬂeTuk Force,

'I‘hcpobnmr,akedonndnch‘d:mherot'mmgon. Thexe

are now five scheduled runs imto the D, C. area, I was expressed that the
s

-peculrmmyhemdcwnwhmﬂwprq)o‘ed-chedﬂe of rums is published,

on the other hand, 1f may cause mare requests for special runs when personnel

-2-
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see how long some of the runs take to deltver the marerial,
4, The meeting was then turned over to the discussion of the Agency
Internal Courier System, Major points discussed and actions taken were:
A, . Based on recent survcy;s it was determined that the numbers of

runs within Headquarters is:

Mail apd Couriexr Branch § times a day te 68 points
RID . 8 times a day to 143 potnts
Cable Secretariat 5 times a day to 43 pbints
Dyowntown 6 times a day to 9 points

b. The Chatrman imdicated the Task Fo#e had received two
:ecommendations re delivery points:

{1) The reduction of a large nmumber of regisiries through
elimination, cansolidation, etc,

(2) Eliminate central registry facilities for major components;
deltver mail direct to organizatiomal level nearest action desk.

In consideration of these divergent recommendations the following
pqints were made: ‘

(1) Delivery ofmnﬂtoapohtuneuupoulhhtomeacmnduk
results in the most efficlent service with least Ixtermediate processing,
This system has been in effect within the DD/P for several years with
excellent results, It was moted that this system can be applied etfectively
within DD/P Me of thg general uniformity of iumction of all DO/P
elements and thc cemral correspondence analysis system which leads to

simplified sorting and delivery procedures. The several major componenis

of the DD/Y, DD/S, and DD/R on the other hand have no general wniformity
-3~
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of funcrions. Within DD/[ there are 8 major offices all with separate
aad dastinct funcriors and within OCR there are 8 separate functionai
arens; ‘The same pattern appltes similarly to the DD/S and DD/R.
'Whﬂ; it is theoretically possible to distritnite mail from a central
point within the Agency or within a DD office it would be a very
impractical solution, This subject ties in closely with internal control
(logging) procedures and wtll be considered further at a larer meeting,
. Discussion of the mimber of daily deliveries led to the following
b sic conclusions:

(1) It is highly desirable if not essential that mail move promptly
irom point to point. The many requirements to meet tight deadlines
and for expeditious handling of matl would result {n additional hand carry
with resultant cost for non-productive manhours,

{2) The frequent delivery of mail to receipients results in more
even flow throughout the Agency ahd elimination of peaks and valleys
in processing,

(3) The extremely heavy volume of mail received and dhpafched
requires constant onward movement in order o prevent over-taxing
facilities at the central miil rooms and major receiving dispatch poicts,
d. The matwer of interchange of mail on each floor between DD /P and

MACH imesstiagers was discussed. Curreatly the DD/P requirement for
logging all outgotng mall in RID prevents this interchange and causes delay

in delivery., This subject will be discussed further in connection with imternal
;.4-
Approved For Release 2005/07/13 : CIA-RDP70-00211R000800070014-0



STAT

Approved For Release 2005/07/13 : CIA-RDP70-00211R000800070014-0

contrel proceduree.

e,

| reported that the pnewmatic tube system is being

utilized only to a lhpixgd_degree and suggested that the Task Force take

action to encourage greater use, STAT

were requested to investigate this matter for the DD/, DD/P and other

areas respectively and report at the next meeting,
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